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lated by cach enployee in accordance with "Regulations Relating te Annual and 
Sisk Leave of Government Er EmpLoyees (as amenced June 26, 1946, effortive July 1, 
1916; 11 F. Re 7257)". 
2, OVERTIME 

a. All work in excess of 0 hours perforned during one week eS Ue con- 
sicdsred ait liaes if authorized in advance by a resnonsible official of tino 
beenei in which performed... Overtime for employees in grades up to and in- 


cluding the pace oday of P-2 or CAF~7 will be compensated at time and a half 


provided such overtime is approved in advance by the Cnief, Budget Section, 


ores wr Peden 


Finance Division. For employees in grades above the base pay of P-2 or CAF~7, 
compensatory time off may be allowed in accordance with the provisions of 


Public Law 106-79th Congress. 
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as OVERTLY == Cont'd 

b, Requests for the. approval of overtainy in grades P-2 or ChF~7 and below 
WALL be submitted to the Chief, Budget Section, Minance Division, in detail 
and in triplicate on Form 32-3, bearing the signature of the Chief on Admini- 
strative Offic ‘ar of the branch or division initiating the request. Upon re- 
ceipt. of Form 32-3, the Chief, Budgot Section will, if appropriate, enter his 
approval, and return the duplicate and triplicate copies to the ge auane 
:ffiecor. No reque gts should be submitted to the Budget Section for overtime 
9 ve nerformed by exployees in erades above P-2 or CAF-7. 

Co Approved overtime worked by employees in Grades P-2, C.F-7 and boloir 
will ba recorded on Standard Form 1130, Time and Abéendauce Revort, covering 
the. nas noriod in which performed and the duplicate copy of Form 32-3 boaring 
the ayproval of the Chicf, Budget Section, will be attached thereto for trans- 
mittel to the Pay Roll U.it, Fiscal Section. The triplicate copy of Forn 32-3 
may be retained by the initiating office. 
3s WIGHT DIF! a ERGLTIAL. 

Whenever an omployee performs a tour of duty between the hours of 6:00 p.m. 
and 6:00 a.m., an addition of 10% of his basa pay will be allowed. The Time 
and Attendance Report, Standard Form 1130, mus t indicate the employco's tour 

£ duty whenever a night differential is claimed. 
lisy HEE ON Pay 

Work performed on holidays will be covipensatcd for at double time. -How- 
ever, in view of budget limitations, prior approval mist be secured from the 
Giuier, Budget Section on Form 32-3, before any emloyce is requested to render 
ecrvices on a holiday. 

5, DISTRIBUTION | OF SALARY CHNCKS 

a, Salary checks will be distributed by the Pay Roll Unit, Fiscal Section, 
to the payrent and leave clerks of the branch, division, or office in which 
une individual is employed. A list containing the nanvs of the omployees and 
having spaccs designated for signatures wll accompany each ¢roup of checks. 


The s Lene ned lists cviden 


wpe y mavcipty ene 


checks accompanied by a nonorendun stating the reason for non-delivery mst be 


rotund at the same time. In those instances where an employee is absent 


“fren work but it is. known that he will return within 5 days, the payment and 


leave Slork my retain the list of undelivered checks for the 5 day periods 


. | Pe ee ; 
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5, DISTRIBUTION or SLARY RY_ CHECKS - Cont'd 


b. Extreme care must bo exercised by yayment and leave clerks to insure 
that checks do not become lost or rig splaced and that security regula tions aro 
not violated. 

6, QORIINAL PAY 

a. Employees who are Oe will be paid in ascordance with the "Lump 
Sum Fayment Act.! The amount: of final payment will be calculated on the basis 
O° information ore the last w orking day and. the accrued annual leave as 
sAaeer on the personnel acunere terminating the employee's services. 

be No employve transferring out of, or being terminated from this agency 
shall be given final clearance and/or final salary payment until all monies 
or property that may have boon assigned to him have been returned or proporly 
accounted for. The final clearance form, obtainable in the Personnel Division, 
mast be initiated by the employing office, clearcd with i Satibabic branches 
in advance, such as Personnel, Security, Property Control Section, Syecial 
Funds Division, and Fiscal Sections, and be on file in tho Pay Roll Unit, 


P'scenl Section, before final payment is made, 
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C. I. G. ADTINISTRATIVE ORDER 


THE, LEWE AND PAY REGULATIONS 


25X1A 


Le. TUM AND ATS GNDANCE REPORTS 


a. Tt is required that Time and Attendance Reports for cach civilian. em- 
“Lovee be maintained ‘by each brancn, See, ov acct on, on Standard Form 
ie, 1130. There mist be entered on Standard Porn 1.230. the number of hours in 
poy siatus, and tne annual ae Sics leave, or leave without pay chargeable 
i for each Lh day pay period. These reports must be forvarded to tha Pay Roll 

Unit, Fiscal Section not later than .:30 p.m. on the diondaa Fokicwins the 
close of each Dh day pay period. 

‘Oo. Form’ 71, Application for Leave, must be ps and transmitted with 
Time ani Attendunce Reports for all annual leave in access of 12 days or when 
the leave extends from one revorting period to the next. When sick ‘leave 
covers a period in excess of three days, a certificate of a physician or prac- 
tithoner will be furnished. When sick leave covers a visit to a physician, 
cantist, oculist, etc., the time of the visit and the name and address of ‘the 
doctor should be furnished by the emplovee on Form 71 or in a statement to be 
attached to Form 1130. The Vaaue clerk in the Pay Roll Unit, Fiscal Su6eu, 
will post to the Time and Avtencance Reverts the annual and sick leave accumi- 
lated by cach employee in accordance with "Regulations teating to Amal and 
Sick Leave of Government Employees (as amended June 26, 1946, effective July 1, 
19465 1L F. Re. 7257)". 


2, OVERTIME 


ee 


a, All work in excess of 0 hours performed during one week will be con- 
sivorcd overtine, if authorized in advance by a resnonsible official of the 
branch jn which performed, Overtime for employees in grades up to and in- 
cluding the base pay of P-2 or CAF-7 will be compensated at time and a half 


provided such overtime is approved _ in. adve rance by the Chief, Budget Section, 


Finance Division. For enpioyees in grades above the base pay of P~2 or CAB M7, 


_ compensatory time off may be allowed in accordance with the provisions of 
nee te | ty 

Public Law 106~79th Congress. tt 
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EFFECTIVE SO JUNE 1947 CIG ADMINISTRATIVE ORDERS WILL REMAIN IN FORGE ‘UNTIL CAN= 
‘a8 CLLLED OR S SUPERSEDED 
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| é. OVERTIME -- Cont'd 
| b, Requests for the approval of overtime in grades P-2 or CAP-7 and below 
will be submitted to the Chief, Budyet Section, Iinance Division, in detail 
and in triplicate on For Be=3 » buuring the signature of the Chief or Admini- 
strative Officer of the branch or uiveston initiating the request. Upon re- 
ceipt of Form 32- Sey the Chief, Budgot Bebtion will, if appropriate, ocnter his 
on val, and return the duplicate and triplicate copies to the initiating 

sficer, No requests should be submitted to the Budget Section for overtime 
—— 40 ba ne srformed by enployees in grades above P=2 or CAF~7. 

c Apnveves overtime worked by employees in Grades P-2, C’AF-7 and below 

wat bo recorded on Standard Form 1130, Time and Attendance Report, covering 
the vay period in which porformed and the duplicate copy of Form 32-3 bearing 


the aoproval of the Chicf, Budget Section, will be attached thereto for trans- 


mittel to the Pay Roll Unit, Fiscal Section. The triplicate copy. of Form 32-3 
7 may be retained by the initiating office. | 
3. NIGHT DINER NTLAL 

Whenever an ommloyee performs a tour of cdaty Reutecn the hours of 6:00 p.m, 
and 6:00 a.m., an addition of 10% of his base vay will be allowed. “The Time 
and Attendance Report, Standard Form 1130, mint indicate the emplovyze's tour 
of duty whenever a night differential is claimed. 
he HOLIDAY Piy 

Wouc performed on holidays will be compensated en double time. How- 
Fe ever, in view of budget limitations, prior approval must be secured from the 

iol, Budget Section on Form 32-3, before any employee is mcaueetad to. render 

e-rvices on a holiday. 
5, DISTRIBUTION OF SALARY CHECKS | 
| By Salory checks will be distributed by the Pay. Roll Unit, Fiscal Sechion: 
Bo tho payment and leave clerks of the branch, division, or office in which 
une individual is employed. i list containing the names of the employees and 
ft having spaces designated for signatures will accompany each group of checks , 


; .. Tho signed lists. evidencing recoipt of the checks by. the . employees must be re- 


turned to the Pay Roll Unit immediately upon delivery of the checks. Undeliverec 
chesks accompanicd by a memorandum stating tre reason for non-delivery must. be 
returned at the same time. In those instances where an employee is absent | | 


from work but it is known that he a return within 5 days, the payment and 


dag One PATE 


i leave clerk may retain the list of undelivered cheeks: for the 5 cas poriod: x Ben 4 
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So DISTRISUTTON oF $.L.Ry CluICKS ~= Cont'd 
be Extreme care must be exercised by payment and leave, clerks to insure 
| that checks do not become lost or misplaced and that sveurity regulations are 
not violated, 
meaty TERMINAL, PAY 
a; Enployoas hess are terminated will be paid in accordance with the ULurap 
Sim Payment hota! ne amount of final payment will be calculated on the basis 
of information regarding the last womens day and tho Secwied annual leave as 
sao on the personnel action terminating the OMpLOyee ts services. 
be No employee transforring out of, or being taeminated from this agency 
shall be given final clearance and/or final salary payment until all monies 
P property that may have BeGn, assigned to him have been returned or properly 
accounted for. Tho finn) clearance form, obtainablo in the Personnel Division, 
mast be initiated by the employing office, cleared with the applicable branches 
in advance, such as Personnel, Sccurity, Property Control Section, Svecial 


Funds Division, and Fiscal Sections, and be on file in tho Pay Roll Unit, 


Fiscul Section, before final payment is made. 
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TOP SECRET - SECRET CONTIDENTIAL RESTRICTED UNCLASSIFIED 


(Sender will circle classification Top and Bottom) 
CENTRAL INTELLIGENCE GROUP | 


PERSONNEL AND ADMINISTRATIVE BRANCH 
INTER-OFFICE ROUTING SLIP 


FROM : | TO | INITIALS 


EXECUTIVE FOR PERSONNEL AND ADMINISTRATION 


DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION 


X CHIEF, PERSONNEL DIVISION 


JL 
CHIEF, FINANCE DIVISION 


SERVICES DIVISION 


SECURITY DIVISION 


PROJECTS SUPPORT DIVISION 


CHIEF, COMMUNICATIONS DIVISION 7 


CENTRAL RECORDS 


APPROVAL INFORMATION 


DATE 


1/12/46 


____.__. DIRECT REPLY 
______ ACTION | ____ RETURN COMMENT 
en, RECOMMENDATION PREPARATION OF REPLY FILE 
____ SIGNATURE ——__— CONCURRENCE DISPATCH 


REMARKS: The Personnel Division approves. of the attached proposed | 
Admin. Order on Time, Leave, and Pa; i 
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CENTRAL INTELLIGENCE GROUP 


PERSONNEL AND ADMINISTRATIVE BRANCH 
. INTER-OFFICE ROUTING SLIP 


FROM aa | = INITIALS | DATE 
EXECUTIVE FOR PERSONNEL AND ADMINISTRATION ase a 


X| DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION 11/7/46 - 


: hy pk 
CHIEF, PERSONNEL DIVISION AOY 7 i9d6 x 


a CHIEF, FINANCE DIVISTON | 
___|__ CHIEF, SERVICES DIVISION 
CHIEF, SECURITY DIVISION as 


EEE eoE OU EGT S SUPE Olrs DIVISION 


___ CHIEF, COMMUNICATIONS | TVISTON 


ZENTRAL RECORDS 


ce fe et eran srr es ne nes ttn art nates ergata mee 


____ APPROVAL | — ____TNTPORMATION DIRECT REPLY 
ACTION. | RETURN COMMENT 

, RECOMMENDATION ___ PREPARATION OF REPLY FILE 
SIGNATURE | CONCURRENCE DISPATCH 


HEMARKS: Please review the attached proposed Admin. Order on Time, Leave, 
and Pay Regulations and return as soon as possible, together with 
your comments aid suggestionse The order was prepared by 

of Mre Saunder's Offices 
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CENTRAL INTELLIGENCE GROUP 


PERSONNEL AND ADMINISTRATIVE BRANCH 
INTER-OFFICE ROUTING SLIP 


FROM 3 oo af | - INITIALS | DATE 
EXECUTIVE FOR PERSONNEL AND ADMINISTRATION ee . 


aw") DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION Br gas ahi i 
te enter nee ae, Al - 


—— | 


CHIEF, PERSONNEL DIVISION 


Xx CHIEF, FINANCE DIVISION 
CHIEF, SERVICES DIVISION 


CHIEF, SECURITY DIVISION 


_CHIER, PROJECTS SUPPORT DIVISION 


_CHIEP, COMMUNICATIONS FIVISTON 


CENTRAL RECORDS 


____ APFROVAL ___ INFORMA'TTON DIRECT REPLY 

___ ACTION RETURN COMMENT 
RECOMMENDATION * PREPARATION OF REPLY FILE 

____ SIGNATURE | CONCURRENCE _ DISPATCH 


REMARKS: The attached proposed Admin. Order on Time, Leave, and Pay . 
Regulations is being returned per our telephone conversations 
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Attached hereto is original and one copy of 8 proposed Adm. Order 
on Time, Leave and Pay Regulations. This instruction has been revised 
So that it is applicable only to vouchered believe 


it is now in proper form for issuance, 25X1A 


1dward R. Saunders 
Chief,—-Finance Division 
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TIME, DORAVE, AND PAY PEGULAT TONS 


Le. TOME AND ATTRNOANCE KEPORTS 
a en aah A eat Ae 


& It is required that Time and Attendance Reports for each civilian 
i | employee be maintained by each branch, division, or Sibioe” bherest, on 
Standard lorm No, 1130, There must be entered on Standard Form 1140 
the number of hours in pay status, and the annual leave, sick leave, or 
leave without pay chargeable for each 1h. day pay period. These reports 
must be forwarded to the Pay Roll Unit) Fiseal Section not later than 
230 p.m. on the Monday following the’ close of each Il, day pay period. 


be Form 71, Application for Leave, must be secured and transmitted 
with Time and Attendance Keports for all annual leave in excess of Je days 
or when the leave extends from one reporting period to the next, ‘hen 
Sick leave covers a period in excess of three days, a certificate of a 
physician or practitioner will be furnished. When sick leave covers a 
visit to a physician, dentist, cculist, etc., the time of the visit and 
the name anc address of the doctor should be furnished by the enployee 
on Form 71 or in a statement to be attached to Horm 11350. The leave 
; : clerk in the Pay Roll Unit, Miscal Section, will post to the Time end 
Attendance ieports the annual and sick leave eccumulated by each 
employee in accordance with "Regulations telating to Annual and Sick 
Leave of Government Employees (as amended June 26, 1946, effective . 
July 1, 1946; 11 F. Rk, 7257)". 


2. OVERTIME 


a. All work in excess of LG hours performed during one week will be 
considered overtime, if authorized in advance by @ responsible official 
‘of the branch in which performed. Overtime for employees in grades up 
to and including the base pay of P=2 or CAF~7 will be compensated at 
: eo : time and a half provided such overtime is approved in advance by the 
Chief, Budget eset! on, Finance Division, Vor employees In prades above the 
base pay of P-2 or CAr~7, compensatory time off may be allowed in accord— 
ance with the provisions of Public Law 106-79th Congress, ; 


b. Requests for the aoproval of overtime in grades P-2 or CAr-7 and 
e, below will be submitted to the Chief, Budget Section, Finance Division, 
iu . in detail and in triplicate on Form Ze=3, bearing the sicnature of the 
- Chief or Administrative Officer of the branch or division initiating the 
request. Upon receipt of Form 32-3, the Chief, Budget Section will, if 


p appropriate, enter his approval, and return the duplicate and triplicate 
EPs copies to the initiating officer. No requests should be submitted to the 


bs . Budget Section for overtime to be performed by employees in grades above 
‘ _ Pe or CAF-7, 
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Approved For Release 2001/07/12 : CIA-RDP81-00728R000100050032-4 


ea. OVENCTIME -- Conttd 


t c.. Approved overtime worked by employees in Grades P-2, TAP-7 end 

: below will be recorded on Standard Form 1130, Time and Attendance Report, 
covering the pay period in which performed and the duplicate copy of 
Form 42=3 bearing the approvul of the Chiet', Budget Section, will be 
attached thereto for transmittal to the Pay Roll Unit, Fiscal Section. 
The triplic:te copy of Form 32-4 may be retained by the initlating 
office. . 


3. WIGHT DIFFERENTIAL 


Whenever an employee performs a tour of duty between the hours of 
6:00 p.m. and 6:00 a.m., an addition of 10% of his base pay will be 
allowed. The Time und Attendance Report, Standard Form 1130, must in- 
dicate the emoloyee's tour of duty whenever a night differential ts 
claimed, 


Lh. HOLTDAY PAY 


Work performed on nrolidays will be compensated for at double time. 
However, in view of budget limitations, prior approval must be secured 
from the Chief, Budget Section on Form 32-3, before any employee is 
requested to render services on a heliday. . 


5. DISTKIBUTION OF SLLARY CHECKS 


a. Galary checks will be distributed by the Pay Roll Unit, Fiscal 
Section, to the payment and leave clerks oc." the branch, division, or 
office in which the individual is employed. A list containing the . 
names of the employees and having spaces designated for signatures 
will accompany each group of checks. The signed lists evidencing 
receipt of the checks by the employees must be returned to the Pay 
Roll Unit immediately upon delivery of the checks. Undelivered checks 
: accompenied by u memorandum stating the reason for non-delivery must 
a be returned at the same time. In tnose instances where un employee 
: is absent from work but it is known that he will return within 5 days, 

the payment and leave clerk may retain the list of undelivered checks: 
for the 5 day period. 


; b. Extreme care must be exercised by payment end leave clerks to 
ne : insure that checks do not become lost or misplaced and that security 
regulations are not violated. 


6, TERMINAL PAY 


a. Employees who are terminated will be paid in accordance with 
: the "Lump Sum Payment Act." The amount of final payment. will be 
re calculated on the basis of information regarding the last working day 
. and the accrued annual leave as shown on the personnel action termi- 
u . nating the employee's services. 
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6. TERMINAL PAY ~= Cont'd 
: Ro ruse? No. employee transferring out of, or beine terminated from this 
; imiaadton shall be given final clearance and/or final salary pay~ 
ment until all monies or property that may have been assigned. to him 
have been returned or properly accounted for. The final]. clearance 
must be initiated by the employing office, cleared with the 
ec aaphipable branches in acdvance , such as Personnel, Security, Froperty CowTAob 
7 * Fabel, Special Fundd, and Mecal Sections, and be on file in the Pay 
Roll Unit, Fiscal Section, before final payment is made. 
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TOP SECRET.  SUCRET  CONPIDENTTAL © RESTRICTED —-UNGuaSSIFIED 
(Sender will circle classification Top and Bottom) 


CENTRAL INTELLIGENCE GROUP 


PERSONNEL AND ADMINISTRATIVE BRANCH 
INTER-OFFICE ROUTING SLIP 


EXECUTIVE FOR Eee NNEL AND TNT 


X} DEPUTY EXECUTIVE FOR PERSONNEL & ADMENISTRATION pee a 


CHIEF, PERSONNEL yest feo 


tr Nort ee rest cnee inven mnie 


boo CHIEF, FINANCE DIVESTON 


CHIEF, SERVICES DIVISION 


CHIEF, SHOURZTY DIVISTON 


__CHTEP, | PROJECTS SUPPORT DIVISION 


CHIEF, COMMUNICATIONS (IVISTON 


__GENTRAL REGORNS | el : 


___ APE ROVAL _—___ INFORMATION _____. DIRECT REPLY 
__ AC rTon RETURN _ ___ COMMENT 
RECOMN: ENDAT ION PREPARATION OF REPLY FILE 
SIGNATURE _—_. CONCURRENCE DISPATCH 


REMARKS: Please review the attached proposed Admine Order on Tine, Leuve, 
and Poy Regulations and returns ag soon as possible, together with 


ta and suggestions, se order ms pr 
hi: rs Somdor's OPf4ee Prepared by | STATINTL 


fescteree mig) — 
iS 


TOP SECRET SECRET CONFIDENTIAL RESTRICTED UNCLASSIFTET 


STATINTL 
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cmorandum + UNITED STATES GOVERNMENT 


* 


Offic 


TO * Deputy Executive for Personnel & Administration DATE: 30 Ootober 1946 


i 
i STANDARD "SO 


FROM. : Chief, Finenoe Division 


SUBJECT: Proposed Procedure Issuances 


1. There are transmitted herewith the original and one copy 
of proposed Administrative Orders entitled "Travel Instructions for 
Vouchered Civilian Employees" and "Time, Leave, and Pay Regulations", 
These instructions were developed by the Procedures Unit and have been 
cleaed with the Sections concerned, and we believe they are ready for 
issusnce in their present form. 


2. Will you kindly review these instructions and if you consider 
_ them satisfactory please release, 
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CENTRAL INTELLIGENCE. GROUP 


CIO ADMINISTRATIVE ORDER NO.w.s. 
entree enna ent t a #8 8 
TIME, LEAVE, AND PAY REGULATIONS 


1. TIME AND ATTENDANCE REPORTS 
ea egg EU LO 
& It is required that Time and Attendance Reports for each civilian 
employee be maintained by each branch, division, or office thereof, on 
Standard Form No. 1130. There must be entered on Standard Form 1130 
the number of hours in pay Status, and the annual leave, sick leave, or 
leave without pay chargeable for each 14 da ay period. These reports 
must be forwarded to the Pay Roll Unit, Fisoat Section not later than 
44:30 p.m. on the Monday following the close of each ll, day pay period. — 


b. Form 71, Application for Leave, must be secured and transmitted 
with Time and Attendance Reports for all annual leave in excess of 12 days 
or when the leave extends from one reporting period to the next, When 
sick leave covers a period in excess of three days, a certificate of a 
physician or practitioner will be furnished. ‘hen sick leave covers a 
visit to a physician, dentist, oculist, etc., the time of the visit and 
the name and address of the doctor Shonld be furnished by. the enployee 
on Form 71 or in a statement to be attached to Form 1130. ‘the leave 
clerk in the Pay Roll Unit, Fiscal Section, will post to the Time and 
Attendance lieports the annual and Sick leave accumulated by each 
employee in accordance with "Regulations Relating to Annual and Sick 
Leave of Government Employees (as amended dune 26, 19L6, effective 
July 1, 19463 11 F. Rk. 72657)", 


2. OVERTIME 


&. All. work in excess of 1,0 hours performed during one week will be 
considered overtime, if authorized in advance by a responsible official 
of the branch in which performed. Overtime for employees in grades up 
to and including the base pay of P=2 or CAF~7 will be compensated at 
time and a half provided such overtime is approved in advance by the 
Chief, Budget Section, Finance Division. For emp oyees in frades above the 
base pay of P»2 or CAF~7, Compensatory time off may be allowed in accord= 
ance with the provisions of Public Law 106-79th Congress. 


b. Requests for the approval of overtime in grades P-2 or CAF~7 and 
below will be submitted to the Chief, Budget Section, Finance Division, . 
in detail and in triplicate on Form 32=3, bearing the Signature of the 
Chief or Administrative Officer of the branch or division initiating the 
request. Upon receipt of Form 32~3, the Chief, Budget Section will, if 
appropriate, enter his approval, and return the duplicate and triplicate 
copies to the initiating officer. No requests should be submitted to the 
Budget Section for overtime to be performed by employees in grades above 
Pe2 or CAF-7, | 
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2. OVERTIME -— Cont'd 

c. Approved overtime worked by employees in Grades P~2, CAF-7 «and 
below will be recorded on Stundard Form 1130, Time and Attendance Report, 
covering the pay period in which performed and the duplicate copy of 
Form 32-3 bearing the approval of the Chief, Budget Section, will be 
attached thereto for transmittal to the Pay Roll Unit, Fiseal Section. 
The triplicate copy of Form 32-3 may be retained ey the initiating 
office. 


3. NIGHT DIFFERENTIAL 


Whenever an employee performe a tour of duty between the hours of 
6:00 p.m. and 6:00 a.m., an addition of 10% of his base pay will be 
alloved. The Time and Attendance Report, Standard Form 1130, must in- 
dicate the employee's tour of duty whenever a night differential is 
claimed, 


h. HOLIDAY PAY 


Work performed on holidays will be compensated for at double time. 
However, in view of budget limitations, prior approval must be secured 
from the Chief, Budget Section on Form 32~3, before any employee is 
requested to render services on a holiday. 


5. DISTRIBUTION OF SALARY CHECKS 


a. Salary checks will be distributed by the Pay Roll Unit, Fisoal 
Section, to the payment and leave clerks of the brunch, division, or 
office in which the individual ie employed. A list containing the 
names of the employees and having spaces designated for signutures 
will accompany each group of checks. The signed lists evidencing 
receipt of the checks by the employees must be returned to the Puy 
Roll Unit immediately upon delivery of the checks. Undelivered checks 
accompanied by a memorandum stating the reason for non-delivery must 
be returned at the same time. In those instances where un employee 
16 absent from work but it is known that he will return within 5 days, 
the payment and leave clerk may retain the list of undelivered checks, 
for the 5 day period. 


b. Extreme care must be exercised by payment and leave clerks to 
insure that checks do not become lost or misplaced and that security 
regulations are not violated. 


6. TERMINAL PAY 


LG Employees who are terminated will be paid in accordance with 
the "Lump Sum Payment Act." The amount of. final payment will be 
ealculated on the basis of information regarding the last working day 
and the accrued annual leave as shown on the personies action termi- 
nating the employee's services, 
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6. TERMINAL PAY —~ Cont'd 


b. No employee transferring out of, or being terminated from this 
_ organization shall be given final clearance and/or final salary pay= 
ment until all monies or property that may have been assigned to him 
have been returned or properly accounted for. The final clearance 
form must be initiated by the employing office, cleared with the 
applicable branches in advance, such as Personnel, Security, Property 
Board, Special Funds, and Fiscal Sections, and be on file in the Pay 7 
Roll Unit, Fiscal Section, before {inal payment is made. i : 
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TIME, _LTAVE AND PAY REGULATIONS 


{ce = + sary entrtaRT ORIN OMAR! ft 


1. TIME AND ATTENDANCE REPORTS 


a. It is required that Time and Attendance ocr for each civilian em- 
“lovee be maintained by each branch, division, or section, on Standard Form 
sa. 1130. There mist be entered on Standard Form 1130 the number of hours in 
pol status, and the annual leave, sick leave, or leave without pay chargeable 
for each dh Gay pay period, These reports must be forwarded to the Pay Roll 
Ting. t, Fiscal. Section not later than h:30 p.m. on the Monday following the 
cluse of each 1h day pay period. | 

b. Form 71, Application for Leave, must be secured and transmitted with 
Time and Attendance Reports for all annual leave in access of 12 days or when 
the leave extends from one reporting period to the next. When sick leave 
covers a period in excess of vio? days, a certificate of a physician or prac- 
titioner will be furnished. ‘When sick leave covers a visit to a physician, 
dentist, oculist, etc., the time of the visit and the name and address of the 
doctor should be furnished by the employee on Form 71 or in a statement to be 
attache:) to Form 1130. The leave clerk in the Pay Roll Unit, Fiscal Soction, 


wilt post to the Time and Attendance Reports the annual and sick leave accuni- 


iated by each erployee in accordance with "Regulations Relating to Annual and 


Sick Leave of Government Employees (as amended June 26, 1946, effective Jwy 1, 


1916; 1L PF. R. 7257)", 


2, OVERTIME 


a, All work in excess of LO hours performed during one week will be con- 
sidered overtime, if authorized in advance by a resnonsible official of the 
branch in which performed. Overtime for employees in grades up to and in- 

wing the base pay of P-2 or CAF~7 will be compensated at time arid a half 
previded such overtime is approved jn advay nce by the Cnief, Budeee Be chitans 
Finance Division. For employees in grades above the base pay of P-2 or CAF-7, 
compensatory ‘time off may be allowed in accordance with the provisions of 


Public Law 106-79th Congress, 
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b Requests for the approval of overtime in grades P~2 or CAP-7 and below 
will be submitted to the Chief, Budset Section, Finance Division, in detail 
und in triplicate on Form 32-3, bearing the signature of the Chief ee Admini- 
strative Officer of the branch or division initiating the request. Upon re~ 
ceipt of Form 32-3, the Chief, Budget Section will, if appropriate, enter his 
sroroval, and return the duplicate and triplicate copies to the initiating 
‘afiser, No requests should be submitted to the Budget Section for overtime 
vo ua performed by employees in grades above P-2 or CAP-7. 

ce Approved overtime worked by employees in Grades P-2, OAF-7 and below 
| will be recorded on Standard Form 1130, Time and Attendance Report, covering 
the pay veriod in which performed ancl the duplicate copy of Form 32:3 bearing 
the ayproval of the Chicf, Budget Suction, will be attached thereto for trans- 
t mittal to the Pay Roll Unit, Fiscal Section. Tho triplicate copy of Form 32-3 
: may be retained by the initiating office. 

3. NEGIT DIFYERDYTIAL 

Whenever an employee performs a tour of duby between the hours of 6:00 pm. 

and 6:00 aem., an addition of 10% of his baso pay will be allowed, The Time 
and Attendance Report, Standard Form 1130, must indicate tho employea's tour 
: of duty whenever a night differential is claimed, 
: he HOR DAY pay | 

Wolk performed on holidays will be compensated for at double time. How- 

ever, in view of budget limitations, prior approval mist be secured from the 

Tier, Budget Section on Form 32-3, before ary employee is requested to render 

e-rvices on a holiday. 

“, DISTRIBUTION OF SALARY CHTCKS 
a, salary checks will be distributed by the. Pay Roll. Unit, Fiscal Section, 
no the payment and leave clerks of the branch, division, or office in which 
tne indivicual is employed. A list containing the nanos of the employees and 
having spaces designated. for signatures will accompany each group of checks. 
The signed Lists evidencing receipt of the checks by the employces must be re- 
turned to the Pay Roll Unit immaddately upon delivery of the checks. Undelivered 
‘ , checks secomanied by a memorandum stating the reason for non-delivery must be 
returned at the same time, In those instances vinere an employee is absent | 
“rom work but it is known that he will return within 5 days, the Sricns oad 


teave clerk my retain the list of undelivered checks for the 5 day period. 


i ene Xe 
i 
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Os DISIREBUTEON OF Sisf Si. RY Y OWECKS ~~ Contid 
b. Extreme care must bo exercised by payment and Leave clerks to insure 
that checks do not become lost or misplaced and that security regulations aro 


not violated. 


&;, MaeTIMAL Pay 


bata samme Aint ap Shot voleshh 


a, Employees who are terminated will be: paid in accordance with the “iianp 
om Payment Act.! The amount of final payment will be calculated on the bogie 
of information regarding the last working day and the accrucd annual leave as 
Skvwt on the personnel action terminating the employee's sericea. 

De No emoloyce transforring out of, or being terminated from this agency - 
shall be given final clearance and/or final salary payment until all monies | 
or property thet may have been assigned to him have been returned or properly 
accounted for. The final clearance form, obtainable in the Porsonncl Division, 

must be initiated by the Sup Oy ane office, cleared with the applicable branches 
in advance, such as Personnel, Socurity, es Control Section, Special 
Funds Division, and Fiscal Sections, and bo on file in the Pay Roll Unit, 


Fiscal Section, before final payment is made. 


Colonel, CAC 
Lxecutive for. Personnel 
and ‘dministration 
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TNDRAOFVIUE hlitiORAN DUM 7 February 1917 


STATINTL 


Paragraph 2 of CIG Administrative Order | concerning over- 
time is presented below. 


"2, OVERTIME 
a. All work in excess of O hours performed 

during one week will be considered overtime, if authorized 
in advance by a responsible official of the branch in which 
performed. Overtime for eaployees in grades up to and in- 
cluding the base pay of P-2 or CAI~7 will be compensated 
at time and a half provided such overtime is approved in ad- 
vance by the Chief, Budget Section, Finance Division. For 
employees in erades above the base pay of P-2 or CAF-7, com- 
pensatory time oft may be allowed in accordance with the 
provisions of Public Law 1L06—79th Congress. 


b. Requests for the approval of overtime in grades 
p-2 or CAF-7 and below will be submitted to the Chief, Budget 
Section, Finance Division, in detail and in triplicate on 
Form 32-3, bearing the signature of the Chief or Administra- 
vive Officer of the branch or division initiating the request. 
Upon receipt of Korm 32-3, the Chief, Budget Section will, if 
appropriate, enter his approval, and return the duplicate and 
triplicate copies to the initiating officer. No requests 
should be submitted to the Budget Section for overtime to be 
performed by employees in grades above P=2 or CAF-7. 


c. Approved overtime worked by employees in GRades 
P=2 5 CAF-~7 and below will be recorded on standard Form 1130, 
Time and Attendance Report, covering the pay period in which 
performed andthe duplicate copy of Form 32-3 bearing the 
approval of the Chief, Budget Section, will be attached there- 
to for transmittal to the Pay Koll Unit, fiscal Section. The 
triplicate copy of Form 32-3 may be retained by the entra ting 
office." 


This policy applies to personnel paid from unvouchered Lunds 
as well as vouchered funds. However, the Chief; Budget Section, linance, 
Hivision, with the concurrence of the Office of the General Counsel, has 
authorized the Chief or Deputy Chief of the Special Funds Section to 
approve overtime in his behalf for personnel who are paid from unvouchered 
funds. 
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The forms and procedures prescribed in the above quoted para~ 
graph 2 will be followed, but such forms snould clearly designate 
that the employee is paid from unvouchered funds and form should be 
forwarded by the initiating unit directly to Spécial funds. 


All personnel will please study these procedures and their 
relationship, if any, to their particular duties. Any uncertainties 
regarding the procedures and the responsibilities of the Payroll 
Section, Registry or Certifying Officers, should be brought to the 
attention off the undersigned promptly so that they can be verified, 


STATINTL 


Chief, Special Funds 
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